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SECRET

WO TCR - RECORDIS
w0, 1955

TYNIEDS MANACEMEN T
FORHS IAMATEHT « RUMBRICAL SORMD THDNIES

facleslon: CIA ZYotlce lo. [ |dated 15 Jumary 1953

1., PURPOSE AWD SOOPE, Thidls notloe provides a musriesl lsting of
all approved standardised forns currently used by tho Agenay {atiache
monta 1 and 2) together with other descripiive data of interest to
users, I¥ also Mats «11 forma obsolotod since Lagusnce of the previous
inda, shows dlaposition of stocks and indicates roplacemont forma,
wiepe applicsble, (See Attashment 3,) Forms lated heredn as current
w1l bo used in ldeu of simllar, honstmdardized forms, Prior to ine
Ltinting requeste for aprroval of now forms, uptrs will satlely thep
palven that mo similar end satisfactory stendardised form iz aveilsble,
Jserg are likewicn encowragud to adspt existing forme to & sdder e v
of usage whenover fossible, Should the acope of usage of a fors wilch
is not comirally stocked so increass az o moke oentralized atocking

~adviaabls, such recosmerdation should bo made t the Forms Mensgesont

Branch, Recoyds Manngerent Mivislon, Nanagemsnt Steff,
2s CURBENT HMRICAL ¥ORMS TIDBX,

8. Arpangesnt,

(1) CIA Porms, Pricr to 1 July 195, all form nubers ine
raLsN mimier indicative of the office of primary interest,
4% that tlwme, & revised mwboring system besane sffective which will

ceventually sliminsts 311 prefix urbers, eateblishing in theiy place

a sirelght numerical sequence of form norbers, Somo forms have il
ready been mupbored under the now systemy in the ligsting that Tollows,
{Attachmont 1) they w1l be lioted firot, in mumerical order, followed
by thoss forvs stlll besring the old profix muwbopys,

oy

Sts . i o : AZENYY FOPES have born goclaroad
applisable to, and ore proscribed for use by CIA, Such forms havo
the samo scope end authority as CIA Forms, ‘They follow the list of
curront CIA Forms arranged in numerdsal order, siphabotios:
agency or category, (See Attachmend 2,)

b, Zxplanation of Columnaw Hesdings,

(1) Pora o, ~ Tw nuwber assigned to identify Poyms of thia
Agengy o anotosr Uovernment Agency whdeh ave approved for (T4 uza,

(2) Date. - Tat of tho latast edltion prior to date of iy
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{3) Ao, « Az printed on the form, If form is not 4 tled,
& dencriptive stalerent of Punction or eontant,

(L) Upit. - Me unt of guantity in which sach form ig pro-
W .s_md,imq‘.msiﬁam and femued (o murbor following the urid
defind Yion represents tho muber of ol sheats, sele or mltiple pages
sontained in s booklot, booklet soty ped or padded set) defined as
followns
_ (a) Bk (booklet) ~ A book consisting of cut sheets
newadly bound botugan hesvy papsy sovers,

(b) B/ (bookleb seta) - A book consisting of multi-
ple page forme or sois of forms moymslly bound botwwen hesvy papex
DUV,

{2) Card ~ 4 Tlat stiff plece of paper or pesteboard
y uoad for Filing frequently vefuronced date both wisibly and
73 also for postal cands, wice

{8 u/1/s *# wased gtenpil) - A& atondard stor

g shemdl fancous reprotugtion

i

With & pro<impresiod format persd tibr

both the format d flled-dn m&m
) labal - 4 smal) plese of papur widch may be used
Ligatlon, shilpping, or similay purposes, uoually with o
i dhooive back ol telle fop alfixing fo epdpmont, boxes,
kisgoay, envolopos or folderge ' ‘

| | {g) ¥Pp (mitiple page) = An fndividual form consiste
ggsﬁr o or vore disslmller pages umally bound or fastensd o=

"

{n) é (offant naster) - A preprinted master designed
L thographic progsus,

for uge on offaat

(1) Ped = Cut sheels of the sewe form, usmally

| | 2 |
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N

{k) DSet - in original mnd one or rore attachod coples

wideh way be f1ed In, completely or partlally, in ono oporation.
N (1) B/3 (paddod sebs) = A rurber of sets usally glusd
{m)
desloned for use o

W

4 (hectograph master) - A proprinted msster
n hectograph (4 tto) duplicsiors of the Ngpipltr

(0} ZC (teb cand) ~ & £lnt, stiff yioco of paper op
pastenoa mﬁﬁﬂé.ﬁﬁl? with special butinaes sl nen z:éa ?ﬁm
crpipmonty exch sat IBY, Burroughs, Yeloe, Reming toneland, eis,

{0} g ? {tab paper) - Coniirmous single shoots or seta
processed only wiih spocial business mackines or systems oquipeenty

such ags 1B, Rendngton-Rand, etc,

_ {p)
dest gned Fop aﬁi a0
Wwee fastoey,

(8) 5 ~ Indloates forw is centrally stocked by Budldy
Supply OfTioets, ey v Buldng

(6) B - ImHeates form Ls nod centrally siocked, Supplies
of gash tems are malintained by origluating offioss mﬁ: e

{7) Beferénce o, = Indentifies the Agency repilat:
telarsiics o, - Inds oy e Apeney regdlator
gulaiiony Motlee op HB) op mm%% Losunnse (R

ibes of dwplenonts the form's use, References o o Tar

28 ' y regulatory sod adnindstreiive Lssuances s inoluded
S

(B) ¥C ~ Functlonal Code %o, FRach form is auelgned one op
7o of the fGlloving mabers indcsting 1ts base funstion( a’»)fﬂ o

3 =~ A heavy plege of paper, pasiehosyd, or cloth
mt to articles by a string, wire He or ol Lege

oh p

il doers

3
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«  GRORET

HOTICE
lo, FUIOTION

1, Ageounting, Accounts sod
Audits
Ze Aplion

3 Allobmenis and Allocationg

L. Applicents, Applications,
tppolintments, Peravnnel

) and Parsonsl Data

5 Approvila

Ga Attandance and Lenve

Te Chapge-out and Ml

Daviceg

&, Check Shoola

Pe Clesyences
1l. Gﬁnmt&, Idaison md In-
) terviow
12, irsctas and Apremwnts
13.  Control amd Fo ollowlips
i  Demage, Deatrustion,
Salvape ool Iobs
18, Delivery, msémsiﬂm

_ v‘--mﬁmﬁ msi Tegty
;;ﬁt File ﬁiﬁpﬁ
19.  Imdebiedness
204 Inforoation 22&{;&6&*%
_ mmm. ﬁmi Records

wm ﬁr origination ad

o othay reguirenmia,

- 4
—
RECORDS
1955
PUHCTION
Modical
i)%;}is;aﬁans
Grdera

Pagzos, Pase and Adgsion
Rooovds

?Wll &1& Ame Records
imiaam

Repdpts end Socolving
Racoud taont

Reference Index

zzmm and Stotemonts

ﬁmﬁ%mmm amnd Requonts
fisgtors and Sirength *&emrts
Bouling, Sgpwbirs and Ve
S&m‘&s @Eﬁ s

»}%‘h&#

Burvays, Stedies, Taventlgoe
'iﬁﬁm and Inspoctions
Telesommand cationg

Wnim _

Wt@l&

Treve, ansportation:

m&} i&wimg

Yo
oyl Mﬁa, Charts mnd

L = Office of Primery Intersst, the following code
n ggrlgned a8 3 meang of wuw e offioe pzﬁm:ﬁly
ovelopmen s fo Uode muders sre
mlﬂhﬁq flexible and oan be mdified to meet ﬁm povd

‘ amsaﬁ.ﬁm
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o g

' oy 4 &,

wres
OPL B OFFICE
Fa ‘ﬁﬁﬁaﬁa}. Soourd by
Counell
10, ’Emaﬁ:ar
m*- ns*
2 Gﬁlﬁ.ﬁg‘t&.ﬂn and Reserie
, nation
13 Resesreh and Roporis
1:‘3:.; Bationsl Potlemtes
3«?; o {Iﬁwm.zﬁﬁﬁ %)
16, Currant Tntellirence
iy 9 Sefentite Intellds FRnon
23.  Opezationg
2 Contach
25, Foraign Drosdesst e

foprmntion

WRET

FOR THE DERECTOR OF CEMTRAL TUTELIIORNCE:

TESTH I TTOE: A8

Forabgn Documenty
S

DD { Bupport
Peroormel
Comemnlcations
Penacement Stafy
loglatles
Deparal Counsel
fgdd toped n-Chief
Uppirolley
Hedlesl Stafe

i (Plans)

IM ﬁ. 1“ :Im
Tepuly Dlrectop
{ Supnoet)

SECHRT

R
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